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Assistent to DDI (Administration} I Hovember 1960

Attention: Executive ‘Assistant/BBL

Chief, Hecords Hanegement Statt

pevised Pecords Control Schedule

, 1. | Atteched is the revised Records Control Schedule for the r
office of the DDI vhich was prepared by [ | £ollowing 25X1

your regquest for an audit of your records BANSZeMenNt Program.
is schedule reflects the redigtrivution of functions in the
O/BDI snd the chenges in the racords holdings covered by the

previous schedule 13-3 N

25X1 2. | |noted & marked laprovement in record keeping
‘ practicas in some areas and an appreciation by the steff of the
need for varlous changes in the schedule. We Tecl that if the
disposition instawuctions sgreed upon in the scheduls are adbered
o it will sliminate the need for & 1est minute sereening, purging
snd transferring of files as the date for your move to the new
tuilding dravs near.

3 Iﬁmﬁeﬂﬁg%m&ﬁe,Immim-ﬁﬁ.ﬁhgi
fesl, should be retired to the Records Center rather then held ?
in corpent flle space indefinitely. These are: The Ratlonal 1
Zecurity Council Approved Pollcles (itew 12c¢), the predecessor !
USIB Piles held Ly both the Secretariat and the Depuby Sacretariat !
Lo USIB. These files mre schednled for permanent retentlon and

by trangferring them to the Records Center your office will galn
%ZWQ £31ing space for your current scoumlations.

L. T am transmitting tws coples of the schedule 4o youj one :
for the sres pecords officer sud ome to besdispersed among the %
stafTs. The Records Center will recelve & copy snd the originel
will be reteined by this Steff as the Agency's record COpy-.

5. I aspyreciste your interesi in the overall Records ,
sanagement Progrem. FPlesse call us if furifer assistavce is |
dosived. = }

25X1 !
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